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CHANGES  IN  REGULATIONS,  CIRCULARS,  BULLETIN  NOTES,  AND 
OFFICE  MEMORANDA  IN  REGARD  TO  ACCOUNTS,  JULY  1  TO 
DECEMBER  31,  1916. 


1.  ADDRESS,  CHANGES  OF. 

[Bulletin,  December,  1916.] 

To  facilitate  the  forwarding  of  mail  matter  and  for  other  reasons  it  is  neces- 
sary that  the  Coast  and  Geodetic  Survey  office  should  be  informed  at  all  times 
of  the  address  of  each  field  officer,  whether  on  field  or  office  duty  or  on  leave 
of  absence. 

Field  officers  are  requested  to  notify  the  superintendent  promptly  in  advance 
of  each  change  of  address,  using  the  form  provided  for  the  purpose,  a  supply  of 
which  may  be  obtained  on  requisition. 

2.  GOVERNMENT   BILLS   OF   LADING  AND   PASSENGER   TRANSPORTATION 

REQUESTS. 

[Circular  No.  33,  July  13,  1916.] 
BILLS   OF   LADING. 

A  record  of  all  bills  of  lading  issued  by  the  department  is  kept,  and  any  bills 
that  are  spoiled,  or  are  not  used  for  any  other  reason,  should  be  returned  to  the 
office  together  with  the  shipping  order  and  the  memorandum  of  the  same 
number. 

In  making  shipments,  the  weights  and  descriptions  must  be  entered  on  the 
bill  of  lading,  and  care  should  be  used  to  see  that  they  are  correct. 

Where  possible,  the  rate  should  be  inserted  on  the  bill  of  lading. 

When  a  shipment  is  made,  forward  the  original  bill  of  lading  to  the  consignee, 
turn  the  shipping  order  over  to  the  transportation  company,  and  forward  the 
memorandum  bill  of  lading  to  this  office  promptly. 

There  are  continuation  sheets  to  be  used  with  bills  of  lading,  where  the  ship- 
ment is  too  large  to  be  listed  on  one  sheet :  do  not  use  two  bills  of  lading  for 
one  shipment. 

PASSENGER  TRANSPORTATION  REQUESTS. 

The  memorandum  copy  of  transportation  requests  must  be  filled  in  com- 
pletely, signed,  and  forwarded  to  the  office  immediately.  The  cost  of  the  trans- 
portation furnished  on  the  request  (to  be  obtained  from  the  railroad  ticket 
agent)  must  not  be  omitted. 

3.  ESTIMATES  FOR  PARTY  EXPENSES,  REPAIRS,  AND  OTHER  EXPENSES, 

PREPARATION  OF. 

[Office  letter.  Aug.  10.  1916.1 

Attention  is  called  t<>  the  necessity  for  exercising  greater  care  in  the  prepa- 
ration and  use  of  estimates  for  party  expenses,  repairs,  and  other  expenditures. 

The  reviewing  officials  are  frequently  in  doubt  as  to  the  need  for  certain 
articles  and  especially  as  to  the  appropriation  to  which  they  are  chargeable, 
because  of  a  lack  of  the  proper  information,  if  any.  concerning  the  intended  use 
of  such  articles.  The  need  for  all  articles  for  which  the  use  is  not  obvious  must 
be  explained  on  estimates,  and  failure  to  supply  this  information  will  result  in 
the  disallowance-  of  such  articles.  This  requirement  does  not  apply  to  the  usual 
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ship  supplies  and  equipment  of  shore  parties,  but  only  to  those  articles  which 
are  not  usually  supplied  to  such  parties  and  to  apparently  excessive  quantities 
of  such  articles  or  to  quality  above  the  standard  of  former  allowances  for  the 
same. 

Occasionally  estimates  are  received  in  which  articles  are  arranged  alpha- 
betically in  classes,  and  at  the  end  of  the  class  additional  articles  are  added 
without  regard  to  their  alphabetical  positions.  This  leads  to  confusion  in 
checking  off  the  articles  on  the  vouchers  for  their  purchase  and  causes  unneces- 
sary work  for  the  clerks.  All  articles  must  be  arranged  alphabetically  in  their 
proper  class. 

It  is  not  uncommon  for  a  chief  of  party  to  purchase  articles  in  excess  of  the 
quantity  authorized  in  his  approved  estimates.  In  order  to  avoid  doing  so  he 
should  check  each  purchase  on  his  estimate  and  should  submit  a  supplemental 
estimate  on  Form  493,  which  should  be  approved  by  the  office  before  he  exceeds 
the  quantity  which  has  been  authorized. 

Some  uncertainty  in  passing  accounts  arises  from  the  fact  that  articles  are 
billed  under  different  names  than  those  under  which  they  are  listed  on  the 
estimates,  or,  as  in  the  case  of  purchases  for  signal  building,  the  articles  may 
not  have  been  specified  on  the  estimate  but  included  in  the  general  term  "  signal 
building  material." 

To  obviate  this  difficulty  chiefs  of  parties  should  endeavor  to  supply  such 
information  with  their  vouchers  as  will  enable  the  examiners  to  identify  each 
article  on  the  estimates. 

The  above  remarks  apply  equally  to  Forms  1  and  493  and  would  have  been 
unnecessary  had  the  chiefs  of  parties  complied  strictly  with  the  Regulations 
and  Instructions  and  exercised  greater  care  in  submitting  estimates  and  render- 
ing accounts. 

4.  FIELD   DRAFTSMEN. 

[Bulletin,  October,  1916.] 

Draftsmen  will  be  appointed  to  vessels  and  other  field  parties  as  necessary 
in  order  to  expedite  the  completion  of  the  field  records  in  the  field  and  under 
the  direction  of  the  chief  of  party,  and  to  furnish  a  permanent  force  of  trained 
men  from  which  selections  can  be  made  for  appointment  to  the  line  of  office 
draftsmen  as  vacancies  occur.  The  entrance  pay  will  be  $900,  and  subsistence 
will  be  allowed  them  as  for  other  field  officers. 

Appointments  to  this  position  will  be  made  from  the  Civil  Service  eligible 
lists  for  aid  to  topographic  draftsman.  Officers  of  the  field  force  who  have 
passed  the  aid  examination  will  be  eligible  for  appointment  as  draftsman  in 
the  field  parties. 

5.  INJURIES  TO   EMPLOYEES  TO  BE  REPORTED. 

[Bulletin,  October,  1916.] 

The  Department  of  Commerce  has  directed,  in  accordance  with  a  request  from 
the  Department  of  Labor,  that  all  injuries  to  civilian  employees  of  the  Govern- 
ment coming  under  the  new  Federal  workmen's  compensation  act  of  September 
7,  1916,  be  reported,  and  that  claims,  if  any,  be  presented  to  the  Department  of 
Labor  for  filing  until  the  organization  of  the  United  States  employees  compen- 
sation commission. 

Such  reports  should  be  made  to  this  office  on  the  present  forms  provided  for 
the  purpose. 


6.  INVENTORIES    OF   INSTRUMENTS   AND    GENERAL    PROPERTY,    RENDI- 
TION OF. 

[Circular  No.  40,  Dec.  21,  1916.] 

It  is  self-evident  that  a  departure  from  the  requirements  in  rendering  in- 
ventories, in  matters  of  accuracy,  neatness,  compliance  with  the  rules  and  in- 
structions, is  sure  to  entail  loss  of  time  for  all  those  engaged  in  keeping  prop- 
erty accounts,  both  in  the  field  and  in  the  office,  where  there  is  a  long-felt  want 
of  extra  help  to  dispose  of  the  ordinary  work  in  hand. 

Therefore  it  is  urgently  requested  that  all  who  are  required  to  make  in- 
ventories of  property  study  the  regulations  and  endeavor  strictly  to  observe 
the  same. 

In  the  study  of  the  regulations  reference  is  made  to  instructions  on  the  back 
of  inventory  Form  14 ;  remarks  at  the  head  of  remarks  column ;  directions  on 
back  of  Form  43,  purchase  list ;  directions  on  back  of  Form  46,  storage  report ; 
Form  55,  p.  5,  ship's  inventory,  for  those  who  render  inventories  for  vessels; 
and  the  General  Regulations,  respectively. 

HINTS    AND    SUGGESTIONS. 

For  numbered  instruments  or  numbered  pieces  of  general  property  place  but 
one  item  on  a  line. 

Unnumbered  instruments  and  unnumbered  pieces  of  general  property  should 
ordinarily  be  reported  collectively  on  one  line  for  items  of  a  special  class  in 
the  alphabetical  arrangement. 

Thoroughly  check  over  the  inventory  for  accuracy,  and  for  test  to  see  if  all 
the  requirements  have  been  met,  before  sending  it  to  the  office  for  audit. 

Forward  the  inventory  to  the  office  as  soon  as  possible  after  December  31. 

The  approval  of  the  inventory  at  the  time  it  is  settled  will  constitute  a  re- 
ceipt for  it. 

One  convenient  way  to  arrange  items  alphabetically  on  an  inventory  is  to 
make  a  list  of  all  the  items  to  be  reported  on  a  trial  sheet  with  the  items  con- 
secutively written  as  they  may  occur,  without  regard  to  alphabetical  arrange- 
ment. After  the  trial  list  is  complete  each  item  may  be  clipped  away  from  the 
rest  and  afterwards  the  whole  may  be  assembled  alphabetically  on  a  board  or 
table,  loosely  arranged ;  a  steel  scale  or  other  weight  will  hold  them  in  place 
till  they  are  entered  on  the  inventory. 

Blank  cards  or  blank  pieces  of  paper  may  also  be  used  by  writing  but  one 
item  on  the  card  or  paper,  and  when  all  items  have  been  entered  the  whole  pack 
of  cards  or  bunch  of  paper  may  be  arranged  into  alphabetical  order. 

When  it  is  desired  to  insert  the  inventory  Form  14  or  14a  into  a  typewriter 
the  left  edge  may  be  laid  over  the  right  edge  and  the  paper  creased  so  as  to 
form  a  medial  line;  on  this  line  cut  the  form  exactly  in  half;  each  half  will 
form  a  sheet  of  letter  size  and  entries  then  may  be  made  freely  with  a  type- 
writer. 

If  the  inventory  is  made  out  with  a  typewriter  all  of  the  items  should  be 
entered  first  in  alphabetical  order.  The  figures  and  remarks  can  be  entered 
later,  either  with  a  pen  or  a  typewriter. 

After  all  of  the  sheets  for  the  inventory  have  been  prepared  the  left  edges 
may  be  bound  together  with  gummed  tape,  such  as  is  used  in  library  work,  and 
the  whole  be  neatly  made  into  a  cahier  with  Form  14  for  a  cover. 

The  front  of  Form  14  properly  filled  out  is  sufficient  for  a  letter  of  trans- 
mittal  relating  to  the  inventory. 


7.   PENALTY    ENVELOPES    OR   LABELS    NOT    TO    BE    USED    ON    MERCHAN- 
DISE   SHIPPED    TO    GOVERNMENT    OFFICERS   BY   PRIVATE    FIRMS. 

[Bulletin,  July,  1916.] 

The  postmaster  at  Portland,  Oreg.,  has  called  attention  to  the  following  order 
of  the  Post  Office  Department,  issued  December  1,  1915: 

*  *  *  You  are  informed  that  any  officer  of  the  Government  authorized 
to  use  penalty  envelopes  may  .inclose  them  with  return  address  to  any  person 
from  or  through  whom  official  information  is  desired,  the  same  to  he  used  only 
to  cover  such  official  information  and  indorsement  relating  thereto.  There  is 
no  authority  of  law,  however,  for  officers  of  the  Government  to  furnish  penalty 
envelopes  or  lahels  to  private  persons  for  the  purpose  of  enabling  the  latter 
to  transmit  in  the  mails  free  any  matter  other  than  "official  information  and 
indorsements  relating  thereto."  Merchants  and  others  to  whom  penalty  en- 
velopes or  labels  have  been  erroneously  furnished  with  the  request  that  articles 
of  merchandise  be  mailed  free  of  postage  under  them  can  not  use  such  en- 
velopes or  labels  for  that  purpose.  You  will  please  report  to  this  office,  division 
of  classification,  any  cases  coming  to  your  attention  where  penalty  envelopes 
were  furnished  to  private  individuals  or  concerns  for  the  purpose  of  mailing 
free  any  matter  other  than  "official  information  and  indorsements  relating 
thereto." 

8.  RATIONS   AND   ACTUAL   LIVING    EXPENSES    FOR    CREW. 

[Circular  No.  31,  July  1,  1916.] 

Paragraph  527  of  the  Regulations  and  Instructions  is  amended  by  striking 
out  the  last  sentence.  The  amended  paragraph  will  read : 

527.  ONE  RATION  EACH  DAY  ONLY. — When  a  member  of  the  crew  receiving  a 
commuted  ration  is  detached  from  his  ship  more  than  one  day,  only  one  ration 
shall  be  paid  him,  either  his  commuted  ration,  or  actual  living  expenses,  not  in 
excess  of  the  amounts  allowed  by  the  regulations.  (See  par.  435.) 

9.   RECORDERS  IN  THE  PHILIPPINES,  PAY  OF. 

[Bulletin,  July,  1916.] 

On  June  28,  the  Secretary  of  Commerce  fixed  the  maximum  pay  of  recorders 
employed  in  the  service  of  the  Coast  and  Geodetic  Survey  in  the  Philippine 
Islands  at  $60  per  month  on  ships  and  $50  per  month  in  the  Manila  office. 

10.   REGISTER  OF   FIELD   OFFICERS. 

[Bulletin,  September,  1916.] 

A  register  will  hereafter  be  kept  in  the  office  of  the  assistant  in  charge  in 
which  will  be  recorded  the  date  of  arrival  of  field  officers ;  the  vessel  or  party 
from  which  detached,  and  address  while  in  Washington ;  also  the  date  of  de- 
tachment from  the  office,  date  of  instructions  for  travel,  and  field  address. 

Officers  are  requested  to  furnish  the  required  information  of  arrival  and 
departure. 

11.  REPORTS    AND    RETURNS    REQUIRED    OF    FIELD    OFFICERS. 

[Circular  No.  37,  Oct.  3,  1916.] 

Circular  No.  37,  dated  October  3,  1916,  gives  a  list  of  reports  and  returns 
required  to  be  made  by  the  field  officers  of  the  Survey,  classified  according  to 
the  intervals  of  transmission.  It  is  not  necessary  to  repeat  this  list  here. 


12.   SHIPMENTS  BY  EXPRESS. 

[Bulletin,  July,  1916.] 

Attention  of  field  officers  is  called  to  paragraph  430  of  the  Regulations  and 
Instructions,  which  directs  that  shipments  by  express  are  not  to  be  made  where 
the  time  of  transit  is  an  unimportant  consideration. 

13.   SHIPMENTS   BY   PARCELS    POST   SENT   UNDER   FRANK. 

[Bulletin,  October,  1910.] 

The  Post  Office  Department  has  called  attention  to  the  provisions  of  law 
limiting  to  4  pounds  the  weight  of  parcel-post  packages  that  may  he  mailed 
under  frank  with  the  exceptions  referred  to  in  the  act,  which  embrace  only 
single  books,  books  and  documents  published  or  circulated  by  order  of  Congress, 
printed  or  written  official  matter  emanating  from  any  of  the  departments  of 
the  Government  or  from  the  Smithsonian  Institution  mailed  at  Washington, 
I).  C..  and  postage  stamps,  stamped  envelopes,  newspaper  wrappers,  postal 
cards,  and  internal-revenue  stamps. 

All  parcel-post  packages  sent  either  from  the  office  or  by  field  parties  under 
frank  are  limited  to  4  pounds  in  weight,  except  publications  mailed  in  Washing- 
ton referred  to  in  the  above  extract  from  the  statute. 

The  Post  Office  Department  regards  it  as  an  evasion  of  the  law  to  separate 
matter  weighing  in  excess  of  4  pounds  into  a  number  of  smaller  packages  in 
order  to  keep  within  the  limit  of  weight. 

Packages  up  to  ">()  pounds  may  be  mailed  for  delivery  in  the  first  and  second 
zones,  and  up  to  20  pounds  weight  in  other  zones,  if  the  proper  amount  of 
postage  is  paid,  and  the  Comptroller  of  the  Treasury  has  ruled  that  the  appro- 
priations for  any  department  which  are  available  for  transportation  purposes 
are  available  for  the  payment  of  postage  on  matter  to  which  the  penalty 
privilege  is  not  applicable. 

14.   SPECIAL  SIGNALS  FOR  SURVEYING  VESSELS  OF  THE  UNITED  STATES 
EMPLOYED    IN    HYDROGRAPHIC    SURVEYING. 

[Circular  No.  32,  July  7,  1916.] 

Pursuant  to  section  7  of  the  act  of  March  28,  190S.  on  application  of  the 
United  States  Coast  and  Geodetic  Survey,  the  following  special  signals  have 
been  registered  by  the  Bureau  of  Navigation  and  will  be  published: 

A  surveying  vessel  of  the  United  States,  under  way  or  at  anchor  in  a  fairway 
and  employed  in  hydrographic  surveying,  may  carry  where  they  can  best  be 
seen,  but  in  any  case  well  above  the  running  lights  prescribed  by  law  for 
preventing  collisions,  three  lights  in  a  vertical  line,  one  over  the  other,  and  not 
less  than  (>  feet  apart.  The  highest  and  lowest  of  these  lights  shall  be  green, 
and  the  middle  light  shall  be  white,  and  they  shall  be  of  such  a  character  as  to 
be  visible  all  around  the  horizon,  at  a  distance  of  at  least  2  miles.  In  the  case 
of  a  small  vessel  the  distance  between  the  lights  of  such  private  code  may  be 
reduced  to  3  feet  if  necessary. 

By  day  such  surveying  vessel  may  carry  in  a  vertical  line,  one  over  the  other, 
not  less  than  6  feet  apart,  where  they  can  best  be  seen,  three  shapes  not  less 
than  2  feet  in  diameter,  of  which  the  highest  and  lowest  shall  be  globular  in 
shape  and  green  in  color,  and  the  middle  one  diamond  in  shape  and  white. 

Vessels  of  the  Coast  and  Geodetic  Survey  will  carry  the  above-prescribed 
marks  while  actually  engaged  in  hydrographic  surveying,  including  drag  work 
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and  current  observations.     It  is  desired  also,  that  launches  and  other  boats 
shall  carry  the  prescribed  marks,  if  practicable. 

It  must  be  distinctly  understood  that  these  special  signals  serve  only  to  indi- 
cate the  nature  of  the  work  upon  which  the  vessel  is  engaged,  and  in  no  way 
give  the  surveying  vessel  the  right  of  way  over  other  vessels  or  obviate  the 
necessity  for  a  strict  observance  of  the  rules  for  preventing  collisions  of  vessels. 

15.  STATEMENTS  OF  EXPENSES  AND  STATEMENTS  OF  BALANCES. 

[Circular  No.  35,  Sept.  7,  1916.] 

Paragraph  31  of  the  Regulations  is  hereby  modified  to  read  as  follows : 

31.  Monthly  statement  of  expenses  and  of  balances. — The  monthly  statement 
of  expenses  on  Form  474a  shall  be  forwarded  monthly  and  within  five  days 
after  the  end  of  the  month.  The  monthly  statement  of  balances  on  Form  474 
shall  be  forwarded  to  the  chief  of  party  as  soon  as  possible  after  the  receipt  of 
Form  474a  at  the  office. 

Chiefs  of  parties  will  study  carefully  the  modifications  of  the  direction,  for- 
merly on  Form  474,  now  carried  on  the  back  of  Form  474a,  and  conform  rigidly 
thereto. 

The  footnote  on  Form  474  relative  to  the  revision  of  "  total  expenses  "  refers 
to  those  items  which  have  been  paid  direct  by  the  division  of  accounts  since  the 
previous  notice  of  settlement. 

All  copies  of  the  old  Form  474  now  on  hand  should  be  destroyed. 

16.  SUBSISTENCE  OF  DECK  OFFICERS. 

[Circular  No.  39,  Dec.  2,  1916.] 

The  following  changes  in  the  Regulations  and  Instructions  are  effective 
January  1,  1917 : 

Amend  paragraph  435  by  inserting  "  deck  officers  "  after  "  aids,"  so  that  the 
amended  paragraph  will  read : 

435.  Commutation  may,  at  his  discretion,  be  allowed  by  the  superintendent  to 
assistants,  aids,  deck  officers,  extra  observers,  nautical  experts,  magnetic  ob- 
servers, watch  officers,  chief  engineers,  surgeons,  mates,  signalmen,  and  drafts- 
men, while  on  field  duty  under  the  following-named  conditions  and  exceptions, 
and  at  not  to  exceed  the  following  rates.  (Field  duty  is  duty  performed  under 
authorization  by  the  superintendent  while  the  person  is  detached  from  the  office 
in  Washington,  D.  C.,  or  from  any  suboffice  or  fixed  magnetic  observatory  in  the 
United  States,  and  when  assigned  to  temporary  duty  at  a  suboffice:  Provided, 
That  commutation  or  subsistence  to  persons  assigned  to  temporary  duty  at  a 
suboffice  shall  cease  at  the  expiration  of  six  months.) 

Amend  paragraph  435  (h)  by  inserting  "deck  officers,  extra  observers,"  after 
"  aids,"  so  that  the  amended  paragraph  will  read  : 

435  (h).  While  serving  in  the  Philippine  Islands,  commutation  will  be  allowed 
only  to  assistants  and  aids,  deck  officers,  extra  observers,  watch  officers,  chief 
engineers,  surgeons,  mates,  and  magnetic  observers,  and  will  include  all  duty 
from  the  time  of  arrival  at  a  Philippine  port  to  the  time  of  departure  for  a 
United  States  port,  at  a  rate  of  $2.50  each  per  day. 

Cancel  paragraph  435  (1)  entirely,  including  all  amendments  heretofore  made 
thereto. 

Amend  paragraph  350  by  omitting  the  first  two  sentences  and  the  word  "  how- 
ever "  in  the  third  sentence,  so  that  the  amended  paragraph  will  read : 

350.  No  extra  pay  will  be  allowed  to  persons  employed  expressly  for  service  in 
the  Philippines,  the  compensation  in  such  cases  having  been  fixed  for  that  service 
only. 


17.  SUBSISTENCE   OF   DRAFTSMEN. 

[Circular  No.  38,  Oct.  23,  1916.] 

Paragraph  435  of  the  Regulations  and  Instructions  is  amended  by  inserting 
"  draftsmen  "  after  "  signalmen,"  so  that  the  amended  paragraph  will  read  : 

435.  Commutation  may,  at  his  discretion,  be  allowed  by  the  superintendent  to 
assistants,  aids,  extra  observers,  nautical  experts,  magnetic  observers,  watch 
officers,  chief  engineers,  surgeons,  mates,  signalmen,  and  draftsmen,  while  on 
field  duty,  under  the  following-named  conditions  and  exceptions,  and  at  not  to 
exceed  the  following  rates.  (Field  duty  is  duty  performed  under  authorization 
by  the  superintendent  while  the  person  is  detached  from  the  office  in  Washing- 
ton, D.  C.,  or  from  any  suboffice  or  fixed  magnetic  observatory  in  the  United 
States,  and  when  assigned  to  temporary  duty  at  a  suboffice:  Provided,  That 
commutation  or  subsistence  to  persons  assigned  to  temporary  duty  at  a  suboffice 
shall  cease  at  the  expiration  of  six  months.) 
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